
The only modern guide to social and business uses of the telegram 
★ How to get the most for your money from a telegram 
★ Suggested sentiments for all occasions 
★ Monthly reminder calendar 
★ Business uses of the telegram 

KEEP THIS BOOKLET HANDY FOR READY REFERENCE 




HOW YOU CAN USE THIS 



a convenient, compact source of social and 
business information. Keep it in a handy place 
for Quick reference . . . and to remind you of 
those ' 'congratulations 7 ’ occasions on which 
you should send greetings. 

And send those greetings by telegram . . . 
simply go to your near-by Western Union 
office or call Western Union and have your 
telegram charged to your phone. Western 
Union employees will help you with their 
usual prompt, courteous, businesslike service. 

• Do you know how many different kinds of telegrams 
there are? Which type of telegram is best to use for 
your various purposes? 

• Do you forget anniversaries, birthdays and other spe- 
cial occasions you should remember? Do you some¬ 
times lose important addresses? 

• As a businessman, do you know the many advantages 
a telegram offers in expediting your operations? 

This booklet is designed to help you get the 
most out of Western Union service. 


THIS BOOKLET BELONGS TO 

Name_ 

Address_:_ 

Phone No__1_ 


Copyright 1948 by Western Union 
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TYPES OF 


FULL RATE TELEGRAM 

The fastest way to send your message. Receives precedence 
over all other traffic. Accepted any time of day or night 
for immediate delivery. 

DAY LETTER 

Day Letters may be filed at any time for “same day” 
delivery subordinated only to full rate telegrams. Ideal and 
economical for lengthy messages which can be deferred 
slightly and still get that “same day” urgent handling. 

NIGHT LETTER 

Economical overnight service designed for messages of any 
length. Accepted any time up to 2 A.M. for delivery the 
following morning. Makes it possible for business proposals, 
reports and instructions to be written in detail and tele¬ 
graphed at low cost. An excellent medium for social corres¬ 
pondence of all kinds including Invitations, “Thank You” 
Notes and Travel Messages. Provides certain “next morn¬ 
ing” delivery. 
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WORDS COST ONLY A FEW CENTS. USE ENOUGH 
TO MAKE YOUR MESSAGE CLEAR. 


TELEGRAMS 



Speed dollars over distances by Western Union Money 
Order. It’s the quickest way to send or summon cash safely from 
one place to another. 

Use Western Union Money Orders: 

For the always welcome and appropriate gift 
When you’re away from home and run short of cash 
For binding bids 

For reimbursing salesmen’s travel accounts 

For deposits to account . . . and many other purposes 
where speed and safety are important 

To send money by telegraph, just call at your nearby Western 
Union office, deposit money and it will be telegraphed immediately 
to its destination. Charges are based on the amount of money 
telegraphed, plus the distance involved. 

OVERNIGHT MONEY ORDERS— An economical overnight 
service, accepted any time up to 2 A.M. for payment the following 
morning. Provides certain “next morning” delivery. 

A telegraph message may be sent with money orders for a 
few cents a word... 
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TRIFLES 

ABOUT TELEGRAMS 


FULL NAME AND ADDRESS 

There is no charge for full name 
and address of the person you are 
telegraphing, so write out in full 
to insure prompt delivery. Spell 
such words as north and south in 
full. With street numeral do not 
use suffixes such as “nd” and 
“th.” That is, write “80 North 
34 St.” rather than “80 N. 34th 
St.” Give apartment number or 

floor when known. m 

IDENTIFY, IF NECESSARY! IEyou do not know address of 

person to whom telegram is going, identify in some manner, 
such as occupation — “James Jones, Garage Owner.” You may 
also add one identifying title to your signature, without charge 
— “George Stewart, Manager.” 

FIGURES ! Figures are easy to read. Each 
group of 5 numerals or less is counted and 
charged as one word. Thus, the numeral 
2, by itself, is considered one word. The 
group, 24738 is also charged as one word. 

SUPPLY OWN NAME AND ADDRESS: This will enable 

Western Union to get in touch with you should it become 
necessary for any reason. 

SEND YOUR FULL NAME AND ADDRESS: If you expect a 

reply, and are not sure the addressee has it, include your own 
name and address in your telegram. This is particularly im¬ 
portant in hotel and travel reservation messages. 

PUNCTUATION IS FREE! And more natural. The period, 
comma, colon, semi-colon, dash or hyphen, apostrophe, quotes, 
parenthesis and question mark are all free . . . and you can use 
as many as necessary. 
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INTERNATIONAL 
TELEGRAPH SERVICE 


Over its own and connecting lines, 
Western Union provides the follow¬ 
ing fast international communica¬ 
tions services for reaching countries 
in every part of the globe. 

FULL-RATE — for fast, plain-language messages. 

CDE — for fast messages composed of code words of five letters 
each. Code words may be artificial words or real words not used in 
their normal sense. Minimum charge is for five words, generally at 
60% of the full rate. 

DEFERRED — subordinated in transmission to other messages ex¬ 
cept Night Letters. Must be in plain language with prefix “LC” 
placed before address and charged as one word. Minimum charge 
for 5 words, one-half full rate 

NIGHT LETTER — inexpensive overnight service for plain-language 
business and social communications. Prefix “NLT” before address 
charged as one word. Minimum charge is for 25 words at one-third 
the full rate 

INTERNATIONAL MONEY ORDER- simply deposit money at 

nearest Western Union office and th*e money order will be sent 
abroad. Payment made through one of Western Union’s numerous 
foreign connections. Total charge consists of small percentage of 
amount sent plus full-rate charge for each word of money order 
message and any accompanying personal message. 

SHORE-SHIP- In association with connecting radio-telegraph 
companies, Western Union provides rapid communications to and 
from ships at sea in all parts of the world. 



INQUIRE AT YOUR NEAREST WESTERN UNION OFFICE 
OR TELEPHONE FOR RATE INFORMATION. 
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MESSENGER ERRAND SERVICE 

By “The Nation’s Errand Boy” 


Here are just a few of 
the dozens and dozens 
of ways that you can 
save yourself both time 
and trouble by using 
Western Union Messen¬ 
gers for your errands. 



PERSONAL ERRANDS T , , , 

Local pick-up and delivery of notes 
and packages of all kinds . . . Calling for laundry, garments 
at tailor’s, cleaner’s, dressmaker’s . . . Purchasing theatre 
and travel tickets . . . Securing keys, eyeglasses, umbrellas 
and other articles left at home or office . . . Purchase and 
delivery of lunches . . . Checking or calling for hand baggage 
at terminals . . . Calling for or carrying books to public and 
rental libraries. 


GIFT DELIVERIES S uc h as flowers, candy, perfume and other 
gifts for birthdays, weddings, anniversaries, holidays, etc. 

BUSINESS ERRANDS Pick up an d deliver mail and pack¬ 
ages at post office . . . rush errands to or from trains, buses 
and planes . . . local and inter-city courier service for pick-up 
and delivery of envelopes . . . documents . . . blueprints . . . 
news copy — advertising cuts, mats, drawings. 


Qourteous ... 

1 ^Dependable Errand Service 

CHARGES ON 

DISTANCE OR HOURLY BASIS 
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In the next 24 pages 

A SOCIAL 
REMINDER CALENDAR 

for your own personal record 
of dates and occasions! 


Use this calendar to remind you of occasions on 
which you’ll want to send Western Union Greetings 
on colorful attractive blanks. And to send these 
greetings, simply drop into your near-by Western 
Union office or telephone from home or from any 
phone booth. Telegrams from home can be charged 
to your phone, or from phone booths can be paid for 
through the regular coin slots 


Wedding Anniversary Symbols 



- Copper, Bronze, Brass 35 : — Coral, Jade 


8 —- Electrical appliances 

9 Pottery 
10—Tin, Aluminum 

11 — Steel 

12 — Silk, Lineri 

13 — Lace 

14 — Ivory 

15 — Crystal 
20 — China 
25 — Silver 
30 - Pearl 


40 — Ruby 
45 — Sapphire 
50 — Gold 
55 — Emerald 
60 — Diamond 
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Suggested 
sentiments 

★ Best wishes for a happy and 
prosperous New Year. 


★ May the New Year bring you and yours 
a full measure of health, happiness 

and prosperity. 

★ An old wish for the New Year — health, 
happiness and prosperity. 

★ God grant you a New Year rich in 
blessings. 

★ May God’s grace make each day of the 
New Year bright for you and yours, 



for Birthdays ... 

The best of everything to you, today and always. 

Many happy returns of the day and may there be 
many, many more. 
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People to remember this month 

NAME AND ADDRESS OCCASION AND DATE 


'Birthstone Qlower 

Garnet Carnation or 

OJ trie Zodiac Snowdrop 

CAPRICORN — December 22 to January 19 
AQUARIUS — January 20 to February 18 


ey/ telegram is the thoughtful^ 
appreciated way to remember 
all occasions 


















1949 


ested 
sentiments 


★ Give me just a little sign that you 
will be my Valentine. 

★ To the one who is still my sweetheart 
after all these years. 

★ Love may be the last word in some 
telegrams, but it’s first in this one. 

★ If you were seven and I were nine, 

I’d say “Please be my Valentine.” 

★ This is sent in your direction with 
all my love and my affection. 

★ A Valentine for a little Miss, and 
heaps of love with daddy’s kiss. 


for Qood £,ucJ{ 

Good luck to you in your new home. May you enjoy every 
happiness for many years. 

Good luck on your trip. Hope you enjoy every minute of it. 
Good luck to you. If it’s twins, name one for me. 
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People to remember this month 

NAME AND ADDRESS OCCASION AND DATE 


®irthstone 


Amethyst 


Sign of the Zodiac 

AQUARIUS — January 20 to February 18 
PISCES — February 19 to March 20 


Cjflower 

Primrose 


TELEGRAMS ARE EASY TO SEND 
Stop at your near-by IVestern Union office 
or call IVestern Union and have the 
telegram charged to your phone 


ii 


















1949 


1951 


fuggested 

sentiments 


My thoughts are with you on your 
birthday. Best wishes for the 
happiest of birthdays. 

Congratulations and sincere good 
wishes on your birthday. 


1 2 3 4 5 

6 7 8 9 10 11 12 
13 14 15 16 17 18 19 
20 21 22 23 24 25 26 
27 28 29jjtol 


12 3 4 
5 6 7 8 9 10 11 
12 13 14 15 16 17 18 
19 20 21 22 23 24 25 
26 27 28 29 30 31 


1950 


* Wishing you health and happiness 
on your birthday and for many 
years to come. 


★ Another birthday ? Well, don’t 
raise a row, take it and like it, 
it’s yours anyhow. 


★ Love and best wishes for a happy birthday. 


for ft. Patrick 9 s Day 

Fop o’ the morning to you. Keep those Irish eyes smiling. 

A pleasant St. Patrick’s Day. May you always have the luck 
of the shamrock. 
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People to remember this month 

NAME AND ADDRESS OCCASION AND DATE 


$irthstone (Jlower 

Bloodstone or ~ Violet 

Aquamarine OJ the ZodlflC 

PISCES — February 19 to March 20 
ARIES — March 21 to April 19 

Use the inexpensive Night Letter 
for assured delivery 
the next morning. 
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Suggested 

sentiments 


* May your day be as gay and cheerful 
as your smart new Easter Bonnet. 

* May the beauty, joy and holiness 
of Easter abide with you 
throughout the year. 

* Lots of good wishes for Easter, 
plus many for the rest of the year. 

* May Easter fill your cup with cheer 
and keep it brimful all the year. 

* May the sunshine of happiness 
brighten every hour of your Easter 
day and of all the days to come. 



for IVzdding Anniversaries 

Congratulations on your anniversary. May each new one bring 
added joys. 

Much love to you both today on your wedding anniversary. 
It’s your anniversary, and Em happy, too. 
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People to remember this month 

NAME AND ADDRESS OCCASION AND DATE 


Birthstone 

Diamond 


Sig n of the Zodiac 
ARIES — March 21 to April 19 
TAURUS — April 20 to May 20 


(Jlower 

Daisy 


ISN’T THERE SOMEONE 
WHO WOULD LIKE TO HEAR 
FROM YOU TODAY? 


is 
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1950 


1951 


12 3 4 5 6 
7 8 9 10 11 12 13 
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28 29 30 31 


T W T F S 

1 2 3 4 5 
6 7 8 9 10 11 12 
13 14 15 16 17 18 19 
20 21 22 23 24 25 26 
27 28 29 30 31 


Greetings and love to the sweetest 
mother a daughter (son) ever had. 


★ Love and best wishes for your 
happiness from the whole family on 
Mother’s Day. 


★ All my love to the dearest mother 
in the world. 


★ Of all life’s treasures, your love 
and guidance have been most 
precious to me. All my love. 


★ Love and kisses to the dearest of 
mothers, today and always. 


for Commencements 

May your graduation day be the commencement of a con¬ 
tinued series of upward steps to success. 

Proud and confident you’ll do even better in the school of life. 
Heartiest Congratulations. May your ambitions be realized. 
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People to remember this month 

NAME AND ADDRESS OCCASION AND DATE 


Cjflower 
Lily of the Valley 

Sign of the Zodiac or Hawthorn 
TAURUS — April 20 to May 20 
GEMINI — May 21 to June 21 

Specially decorated Western Union 
blanks and envelopes are available 
for “Happy Occasion 99 telegrams. 


Birthstone 

Emerald 
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Suggest e d 
sentiments 


* Love and best wishes to the finest 
dad in the world. 

* Fathe’r’s Day greetings to a great 
dad and a swell pal. 

* To dad, who is never happy unless his 
family is — happiest of Fathers Days 

★ Greetings on your day to the finest, 
dad a fellow (girl) ever had. 

★ Here’s to the world’s number one dad 
with love and every good wish. 

★ Affectionate greetings to granddad 
on Father’s Day. 



for "Wedding Congratulations 

Heartiest congratulations. May all your days be as happy as 
this one. 

Best wishes for a long and happy life together. 

May this smiling hour lengthen to a lifetime full of laughter. 
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People to remember this month 

NAME AND ADDRESS OCCASION AND DATE 


® irthstone Cplower 

Pearl or Moonstone Rose 

S l Z n °f *h e Zodiac 

GEMINI -— May 21 to June 21 
CANCER — June 22 to July 22 


SEND OR SUMMON DOLLARS 
over distances safely and quickly 
by Western Union money order 
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Suggested 

sentiments 


★ Sincere good wishes for a safe 
and Happy crossing. May good 
luck and success be your shipmates. 

★ Bon Voyage all the way. 

★ Best wishes for a pleasant trip 
and a happy landing. 

★ May your voyage be packed with 
thrills and good luck. 

★ Bon Voyage. Pleasant time and 
safe return. 


★ Happy journey 
hold a smile. 


may every mile 



for Invitations 

Having class reunion at the old school. We’re looking for¬ 
ward to seeing you again. 

Extending cordial invitation to hear talk on modern home 
decoration. Women’s Club Friday at three. Refreshments, 
Do come to our party and join the fun next Friday at eight! 
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People to remember this month 

NAME AND ADDRESS OCCASION AND DATE 


Birthstone 

Ruby Sign of the Zodiac 

CANCER —June 22 to July 22 
LEO — July 23 to August 22 

TELEPHONE YOUR TELEGRAM. 
Just call Western Union and have 
the telegram charged to your phone. 


Cjflower 

Sweet Pea or 
Water Lily 
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cSuggested 
sentiments 


★ Thanks for a lovely evening. 

We had a grand time. 

★ Thank you for your lovely gift. 
It was a delightful surprise. 

★ My visit to you was one of the 
high spots. Many, many thanks. 

★ Thank you for your good wishes. 
I was very glad to get them. 

★ My sincere thanks for an all-too- 
short week end. 

★ Many thanks to a fine hostess. 
You made my visit so pleasant. 





for Births 

Happy to hear the good news. Good health and good for¬ 
tune for the new member of the family 

Delighted to hear the news. Love and congratulations. 
Congratulations and a warm welcome to the new arrival. 
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People to remember this month 

NAME AND ADDRESS OCCASION AND DATE 


Births tone Cjplower 

Sardonyx or Peridot Gladiolus or Poppy 

Sign of the Zodiac 
LEO — July 23 to August 22 
VIRGO — August 23 to September 22 

While traveling, use “Will Call” 
Service. Leave itinerary with home 
or office — call for telegrams at 
Western Union offices enroute. 
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Suggested 

sentiments 


★ An old wish for a New Year — 
health, happiness and prosperity. 


★ All the blessings of life during 
the New Year. 

★ Happy New Year wishes from an 
old friend. 

★ Best wishes for a happy, prosperous 
New Year. 

★ May the joy of this season remain 
with you all year ’round. 

★ Season’s greetings. Best wishes for 
the happiest of holidays. 



for birthdays 

Thinking of you on your birthday and wishing I could 
spend the day with you. 

Among birthday greetings headed your way, may mine 
add its bit toward a wonderful day. 
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People to remember this month 

NAME AND ADDRESS OCCASION AND DATE 


Birthstone 

Sapphire 


Cjflower 


Aster or Goldenrod 


Sign of the Zodiac 
VIRGO — August 23 to September 22 
LIBRA — September 23 to October 23 


SMART TRAVELERS 
rely on reservation telegrams to "go 

ahead" and make arrangements. 
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Suggested 

sentiments 


★ Our heartiest congratulations 
on your wedding anniversary. 

★ May this and many other wedding 
anniversaries be filled with 
happiness and contentment. 

★ Congratulations. May you have 
many more happy anniversaries. 

★ Love and best wishes on your 
anniversary. Sorry we cannot be 
with you. 

★ Anniversary greetings to the one 
who has shared the years with me. 



for engagements 

Delighted to hear the good news and wish you great 
happiness. 

The good news makes us very happy. Heartiest congratu¬ 
lations to both. 

Congratulations to both on the unanimous choice. 
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People to remember this month 

NAME AND ADDRESS OCCASION AND DATE 


'Birthstone Cflower 

Opal or Tourmaline Dahlia or Hops 

Sign of the Zodiac 


LIBRA — September 23 to October 23 
SCORPIO — October 24 to November 21 


NIGHT-LETTER TELEGRAMS 
— at lower rates — are accepted 
up to 2 a.m. for morning delivery. 
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Suggested 

sentiments 


★ Thanksgiving greetings. Wish I 
< (we) could be with you. 

★ 1 hanksgiving greetings to everybody 
at your house from everybody here. 

★ Best wishes for a very happy Thanksgiving. 

★ Our (my) wish on your wishbone. Happy Thanksgiving. 

★ Happy Thanksgiving. You are more than ever in our 
thoughts at this time. 

★ Best wishes for the happiest of Thanksgivings to you and 
yours. 

★ We all join in wishing you a happy Thanksgiving. 



on election to Office 


We are glad you won, and predict your great success in 
office. Congratulations. 

You deserve the tribute and the important office to 
which you have been elected. Congratulations. 
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People to remember this month 

NAME AND ADDRESS OCCASION AND DATE 


'Birthstone Cflower 

Topaz Chrysanthemum 

S' l Z n of the Zodiac 

SCORPIO — October 24 to November 21 
SAGITTARIUS — November 22 to December 21 

PEOPLE TREASURE TELEGRAMS 
AS KEEPSAKES . . . 
memories of memorable occasions. 
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Suggested 

sentiments 


★ The largest of stockings 
Would never do 

To hold all my wishes 
This Christmas for you. 

★ All my love on Christmas to 
those whose love has always 
meant so much to me. 

★ Hearty Season’s greetings. 
May your home be bright 
with merriment and cheer. 

★ May Bethlehem’s message 
of peace and happiness 

be yours today and always. 



for Cjft zJtfConey-Order <JMiessages 

With all my best wishes — and #50, too. 

Happy holiday, and may the #25 with this telegram make 
it even merrier. 

Happy “21.” Money Order enclosed. A dollar for every year. 


30 


























People to remember this month 

NAME AND ADDRESS OCCASION AND DATE 


"3 irthstone Cflower 

Turquoise or Poinsettia or Holly 

Lapis Lazuli Sign of the Zodiac 

SAGITTARIUS — November 22 to December 21 
CAPRICORN — December 22 to January 19 


IF YOU CAN’T BE THERE, 
YOUR TELEGRAM CAN. 
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SUGGESTED MESSAGES 


SANTA CLAUS 



Santa is coming with a bagful of t 
give on this Christmas to good girls 

Be sure and hang your stocking up for 
will soon be there. 

Go off to bed and close your eyes and 
Santa will come with a nice surprise. 

These messages may 
be signed Santa Claus 

“PEP” TELEGRAMS 

Wish we could be there to 
win. Good luck. 

Good luck to you and the team, 
will be rooting for you. 

Best wishes to a real fighting team 
and for a grand victory. 


CONVALESCENCE 



Don’t take too long to get well. We’re 
anxious to see you around again soon. 

I am sending this wire instead 
of a letter, to tell you to 
hurry up, get better. 

Best news we’ve got is 
at you’re getting 
better. Keep it up. 
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for OTHER OCCASIONS 


RADIO PROGRAM REQUESTS 

For our 25th anniversary, please 
play “I Love You Truly.” 

For mother’s birthday, May 12th, 
please play her favorite, 

“Alice Blue Gown.” 

CONGRATULATIONS ON PROMOTION 

Happy to hear of your promotion. Con¬ 
gratulations. You’ve certainly earned it. 

Hard work always tells. Your well- 
earned promotion is another step toward 
future success. 


CONGRATULATIONS ON OPENING 


Wishing you a prosperous future and all 
good luck with your new store. 

Congratulations on the opening of your 
new store. 



NEW STORE 




CONDOLENCE 

My (our) heartfelt sympathy in 
this moment of sorrow. 

In your great sorrow you have 
my (our) deepest sympathy. 
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USES for TELEGRAMS 
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MODERN BUSINESS is geared to a high tempo... 
often a matter of minutes provides an advantage in 
competition or in execution. That is why so many 
important businesses use the telegram so regularly. 
In addition, besides offering economy of communica¬ 
tion and a permanent written record of transactions, 
the telegram is ideal for the following purposes: 

ACKNOWLEDGMENTS 

Acknowledging first orders 
Acknowledging complaints 
Acknowledging inquiries 


EXPEDITING 


Daily reports on production 
Expediting shipments 
Wiring shipping dates of orders 
Telegraphing for prices 
Tracing orders on shipments 


SELLING 


Special sales 

Encouraging purchases of additional items 
Reviving inactive accounts 
Supplementing advertising 
Contacts between salesmen’s calls 
Paving the way for salesmen 
Pep messages to salesmen 
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ANNOUNCEMENTS 

Style changes 
Price changes 


Invitations to buyers 
New locations 


IN BUSINESS 



CONDUCTING 
BUSINESS OPERATIONS 


Instructions to branches and salesmen 
Daily reports from salesmen 
Quoting prices or making offers 
Salesmen’s orders by telegraph 


A nswering inquiries 
Collecting past due accounts 
Checking on credit ratings 
Wiring money to salesmen 


Telegraphing to replenish stock quickly 


WesternUnion Credit Card 

Wherever you are — at home or while 
traveling — from your hotel room, at 
friends’ homes — you can send telegrams 
easier than ever with a Western Union 
Credit Card. 

Just say “Charge it” when you wire! No more bother about 
change. No need for ready cash. With your Credit Card, 
the message is charged to your monthly account or to your 
company’s account. 

Business organizations will want Credit Cards for sales¬ 
men and others who will now find it more convenient than 
ever to make reservations and appointments, send reports, 
and keep in touch with customers and office the speedy, 
economical telegraph way. Just as handy for the individual 
businessman, too. 

Further information and credit form applications may be ob¬ 
tained from your near-by Western Union office. 
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WESTERN UNION 


DISTRIBUTION SERVICES 

Telegram "Plus” Service. Delivery of telegram with magazine 
or newspaper held open to your advertisement — or delivery of tele¬ 
gram plus sample or other promotional material. 

Direct-to-Consumer Distribution. Delivery of addressed 
or unaddressed samples or such printed matter as coupons, catalogs, 
sales literature. 

Point-of-sale Advertising Distribution. Window and 
counter displays set up. Display telegrams placed on dealers’ windows 
or in other specified locations. 

Professional Sampling. To doctors, dentists, druggists, nurses 
or other specified professional prospects — with or without telegram. 

Market Analysis Data. Gathered according to your specifica¬ 
tions — by personal call or by telephone. 

Window Display Checking. Checks on windows, posters, car 
cards, inside displays, and outdoor signs. 

Purchasing of Products. Also packing and shipping of products 
for laboratory tests, sales or advertising analysis. 

Health and Weather Report Service. 

Parcel Service. Contract arrangements with local retail mer¬ 
chants, drug and department stores, transportation companies and 
service establishments for scheduled pick-up, consolidation and de¬ 
livery of merchandise and articles on a regular basis or as “specials.” 

ANY OR ALL URBAN MARKETS — 
CITY, COUNTY, STATE OR THE NATION 

Ask your telegraph office to have a representa¬ 
tive call and explain how our messenger errand 
and distribution services may be useful to you. 




IN TEXAS, THE WESTERN UNION 
DISTRIBUTION SERVICE, INC. 


| 9 ]^3 4 3 | 

WESTERN UNION TIME 



Recognized standard of accuracy 
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SERVICES for BUSINESS 


SERIAL SERVICE ...... , . , , 

An ideal telegraph service tor the patron 
who has occasion to send two or more messages to the same 
branch or correspondent during the same day. Individual 
telegrams, called “sections,” are totalled in wordage and 
billed each day as a single serial message. Each serial section 
receives the same swift handling as a full-rate telegram at 
much lower rates. 

®~N0TE TO BUSINESSMEN...Have you a communications problem? 

Every Western Union manager is eager to have you regard 
him at your service at all times to help or advise in your 
communications requirements. Call on him freely. He’ll be 
glad to give you the full benefit of his knowledge and ex¬ 
perience without cost or obligation. 


Help yourself to better telegraph service 

Speed up important wire correspondence by 
instituting the 5 practices below in your office 

1. Answer telegrams first. 

2. Have someone follow up telegrams to insure imme¬ 
diate attention. 

3. Acknowledge by wire telegrams which cannot be 
answered immediately. 

4. Be certain telegrams are given precedence in steno¬ 
graphic transcription. 

5. Permit Western Union to make periodic checks to 
keep you informed as to the speed of telegraph 
service as well as the promptness of your answers. 


PROMPT REPLIES mean faster 
round-trip telegraph service . 
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TELEGRAM TIPS FOR 


..aSa. 



“Send a telegram” in business 
means “No time to waste.” The 
message must be off without de¬ 
lay. Follow these hints when you 
go out into the business world 
and you will establish yourself in your employer’s confidence 
as an alert, thorough worker. 


MARK DICTATED TELEGRAMS “RUSH.” 


When a telegram is dictated to 
you among other notes, mark it RUSH and keep it in mind. 
Never let it get buried, even temporarily. Get it off before 
other dictation. 


CHECK ACCURACY IN TRANSCRIBING MESSAGES. w , , 

When you take a 

dictated telegram, read back your shorthand or direct typing 
immediately to the dictator for his approval. 


CHECK “CLASS OF SERVICE DESIRED.” R , . , ' . 

be sure to check the service 

wanted in the space provided on the telegraph blank. This 
is important. 


KEEP A LIST OF NAMES AND ADDRESSES. Avoid ^ delay caused by 

hunting up names and addresses, by keeping a handy list of 
regular correspondents. Keep it up to date. 

MAKE THE SIGNATURE RIGHT. R , n 

be sure to use tull signature and iden¬ 
tifying titles where necessary. 

DON'T DELAY DELIVERY. Wk , . 

W hen a telegram comes in, don t let it lie on 

your desk. Get it to the proper person at once. 
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BUSINESS STUDENTS 


WAYS TELEGRAMS MAY BE SENT FROM A BUSINESS OFFICE. Many offices 

are equipped with Teleprinter, which 
is a direct private wire connection 
to Western Union. Many other of¬ 
fices are equipped with “call-boxes .” 

It is necessary only to turn the 
handle of this signal device and a 
messenger responds to pick up the 
telegram. Or, the telegram may be 
telephoned to Western Union. There 
is a phonetic code at the back of 
this book, which you will find help¬ 
ful for this purpose. Your employer will specify which method 
he prefers for the handling of his messages. 

THE TELEPRINTER. ^ r , , r 

Operating a 1 eleprinter may be part or your 

future office duties. Telegrams are sent over it by simply 
typing them as on a typewriter. A Western Union represen¬ 
tative will instruct you in the few necessary details. You 
will find her pleasant and eager to guide or help you when¬ 
ever and wherever required. 

TELEGRAMSTO FIRMS HAYINGTELEPRINTER CONNECTION donotrequire 
street or number. The name of the firm, city, plus the symbol 
WUX as street address are sufficient. Western Union gladly 
supplies a special directory card for listing such correspondents. 

SCHOOLS. Western Union operates schools for training communica¬ 
tions specialists in many lines. The graduate business or high 
school student, interested in fascinating communications as 
a career, should apply at any Western Union office for full 
information. 
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Advances inTelegraph Service 


Western Union AUTOMATIC TELEGRAPHY 



Two key letters typed where you send 
your telegram ... a button pressed . . . 
that’s all it takes to whiz your message 
across miles or across the continent di¬ 
rect from start to destination. Western 
Union’s newly mechanized facilities per¬ 
form this miracle of speed, unerringly 
. . . automatically. 


Western Union RADIO TOWERS 

To speed your telegrams even faster, 
new radio towers are replacing poles and 
wires . . . over 2000 telegrams can be 
sent and received simultaneously on a 
single Radio Beam. 


Western Union DESK-FAX 




Compact and convenient, the desk-fax 
gives the businessman a telegraph office 
on a corner of his desk. To send a tele¬ 
gram, he simply places the message blank 
on a cylinder and presses a switch. The 
rest is automatic. The equipment auto¬ 
matically receives as well as sends tele¬ 
grams using the facsimile process of 
reproduction. 


Western Union TELE-CAR 



Coming. Telegrams flashed via short 
wave radio to a facsimile-equipped car 
which will pull up to your door. Trans¬ 
mits your reply instantly. 
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TELEPHONE YOUR TELEGRAMS. 

Just call Western Union 
and have the telegram charged to your phone. 

PHONETIC CODE 

For use in sending telegrams by telephone 

To make sure that you give or take a tele¬ 
gram correctly over the telephone, you 
may use, if you wish, the following phon¬ 
etic code to clarify letters of the alphabet. 


A as in ADAMS 

N as in NEW YORK 

B as in BOSTON 

O as in OCEAN 

C as in CHICAGO 

P as in PETER 

D as in DENVER 

Q as in QUEEN 

E as in EDWARD 

R as in ROBERT 

F as in FRANK 

S as in SUGAR 

G as in GEORGE 

T as in THOMAS 

H as in HENRY 

U as in UNION 

I as in IDA 

V as in VICTORY 

J as in JOHN 

Was in WILLIAM 

K as in KING 

X as in X-RAY 

L as in LINCOLN 

Y as in YOUNG 

M as in MARY 

Z as in ZERO 
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WIRE THE GOOD NEWS- 

nothing gives the 
thrill of a telegram 


